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POLI CE CAPTAIN

(Pronmotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsi bl e supervisory and managenent
positions of |aw enforcenent, the primary duties of which
i nclude the managenent and supervision of a major division or
service of the police departnent. Enpl oyees of this class
perform adm nistrative duties in order to provide for the
efficient operation of the assigned service or division. Police
Captai ns oversee the preparation and maintenance of records,
perform public relations duties, and supervise the care and
mai nt enance of assigned equi pnment and vehicles, in addition to
both performng and supervising law enforcenent duties.
Enpl oyees of this class work with a high degree of independence
in the performance of their assigned tasks, reporting to and
having work reviewed by a Police Mjor. This class ranks
directly below that of Police Mjor.

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogical
assignnents to this class.

Oversees and nmanages the operations of assigned police
department |aw enforcenent services or divisions, which may
include patrol, traffic control and accident investigation,

speci al oper ati ons, crim nal i nvesti gati on, or juvenile
oper ati ons. Oversees and manages assigned adm nistrative or
support functions of the departnent, which may include
communi cations, jail, records, vehicle mintenance, data

systens, training, conmmunity relations, public relations, or
fi nance. Organi zes assi gned services, including maki ng deci si ons
on officer deploynent. Personally perforns related |aw
enforcement duties to assist and train subordinates when
necessary. Personally perforns admnistrative duties to assi st
and train subordi nates when necessary.

Eval uates the effectiveness of assigned services and recomrends
managenent policies, goals, and objectives for assigned
departnment functions. Responds to conplaints and conducts
i nquiries concerning police services or allegations of enployee
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m sconduct . | nvestigates conplaints against depart ment
personnel and makes a recomendation for response or
di sciplinary action. Studies new | aws, regul ations, ordinances,
and court rulings to deternmne if changes in departnment policies
and procedures are needed. Wirks with boards and agenci es by
attending neetings, providing records, and offering other
assi stance as nay be required. Meets with governmental or civic
groups to gi ve reports, of f er advi ce, or to make
reconmendat i ons. Keeps informed on local trends which may
affect the police service. Reports any crime or traffic problem
or anticipated crime or traffic probl em and makes
recomendati ons for appropriate course of action. Coordinates
the work of the department with related federal, state, and
| ocal agencies, releasing information and giving assi stance when
needed.

Revi ews incom ng communications and either personally takes
appropriate action or assigns it to a staff menber. | nsures
t hat accurate records of an assigned division are maintained by
periodically inspecting systenms and facilities for keeping
records. Supervises the preparation of records, review ng those
conpleted by subordinates. Prepares records required to
document the activity of assigned divisions. Compi |l es and
anal yzes data needed for reports.

Supervi ses subordinate police departnment enployees. | ssues
verbal and witten orders, directives, and information to
personnel within conmand. Hol ds neetings to receive reports and
di ssem nate i nformati on. Conducts i nspecti ons of the appearance

of assigned personnel and equi pnment. Assigns duty areas and
wor k schedul es of subordinates and approves | eave. Approves
hours worked and conpensation due subordinates. Ef fects

transfer and assignnment of personnel within conmand as needed.
Eval uates and docunents work performance of subordinates.
Revi ews reports written by subordi nates and provi des assi stance
in technical areas of work. | ssues verbal and witten
directives to subordinates on procedures to be followed and
reviews the recommendati ons of subordi nate supervi sory personnel
for procedures. Enforces departnent rules, regulations,
policies, and procedures. Provides for the proper discipline of
assi gned personnel by reporting any problems or anticipated
probl ens, and taking appropriate action.

Supervi ses the general care, maintenance, and use of assigned
department equi pnment, vehicles, and property. Checks equi pment
on a regular basis to insure that it is in correct operating
condition. Distributes supplies and equi pment to personnel as
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required. Provides for maintaining the departnent’s inventory
of supplies and equi pnent. Purchases or recommends the purchase
of equi pnent and supplies, keeping such purchases within the
est abl i shed budget.

Recomends and requests renedial, advanced, and specialized
training for subordinates, as needed. Assists in developing a
training program for the department, and provides on-the-job
training for departnment nenbers. Conducts training of
subordi nates by directing subordi nate supervisory personnel to
give briefings during Roll Call and by personally giving
| ectures or denonstrations during formal training. Att ends
for mal training classes conducted or sponsored by the
departnment. Reads and studies assigned materials. Prepares for
standard performance of work and advancenent, i ncl udi ng
managenent duti es.

Performs any related duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application to test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
class, nust pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

By admi ssion to exam nation must be a regular and permnent
enpl oyee for at least two (2) years in the class of Police
Li eut enant .

Must have earned no fewer than fifteen (15) credit hours froma
state accredited coll ege or university with at | east a 2.0 grade
poi nt average (GPA). Six (6) hours of course work nust have
been directly related to crimnal justice or |aw enforcenment.
Course work in crimnal justice or |aw enforcenent is waived if
appl i cant possesses, at a mi ninmum an associate’s degree in any
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